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25X1 IXl. Forss larsgenent 3. Developed Foru 2157a, Document Secelpt; this is s
(contizued) 3 part R fora used to send material to vther Federel
agencies, serve as & record for thex and & reburn receipt.

4. Developed Form 2200 for use by UBR to keep record of
persoanel changes.

5, Desdgned s ton pert Special Center Classified lesesge
form for OCL.

6, Designed a nev form for ledical Btafl to inform the
Registrar sni Fhysical Requirvements Officer of the
disposition of physicatric cases.

7. Reovised Form 1079, developed new specifications end
isgroved genersl design for use ic RCA-301 Computer.

25X1
B. Bevised Form 232 for Office of Fimaace.

$. Revised 2 formg for Collection Guidence Staff to be
x [ they will also be
by certain overseas ofiices of Departoent of
Stete, Aray, Hevy end Alr Force snd onr Agency.

25X1 III. Records Dispositicn |:| 1. Developed tentetive disposal standards for Top Secret logs
wits T8 Control Offiser. Proposal will be made on the basle
of waximun 10 year retention perdod instead of preseny
parmaxent provision.

2. As regult of negostistion with Records Officer in jpdical
Staff it wes agreed to keep certein material in our
Library rether then transfer to the Records Center.

3. Approved revision of ition Instructions for two 25X1
organizationsl wnlts ab .
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I1i. Becords Dlspositon

VI.

VII.

(continued)

Records Management
Burvey, JDS&T

Correaponds:.ce
Heandbook

Survey of Forms
& Related Poocedures,
Yedical Stasff

Records Menagement
Survey, Budget,
Progran Asslysis end
Hsnpower/Cogptraller
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Approval of couplets revision of Sit/OCR Eecords

Center schedule was deferred becsuse of recent
organizational changes; changes are being made by SR,

Assisted Department of State in determining the
proper destinstion of a shipment of 218 pounds of
"office Supplies’ received st the Port ofBeltimore.

Approved Disposition Instructions fuor the Acchives

and Dlsposition Section, RI/DD/P. This provides definite
disposition actions for the mein files of the Clsndestine
Services sffecting 5041 aublic fest of their records.

Askisted OTR/EO in the development of Records Control
Schedule for certsin field records.

Delivered Records Control Schedules covering the records
of all compooerts except O8I and Office, Computer Services.
These schedules show: (s) total records, 501 cubic feet;
(v) 72% to be destroyed at Headquarters, (c) 26% to be
retired o Records Center and (d) only 27 of all records
are to be kept wore than 5 years.

Regalations Control advises that they have not reviewed
the Handbook. We advised them theil several offices

have reguested the Bandbook.

Survey coutlnues.

The Director, John Clark, Budget, Prograu Anmlysis and
Haopower/Cozptroller, requested that we uaks & survey
of their records needs, recommend sppropriate filing
systeme, develop Records Control Schedules and Vital
Records Schedules.
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VI Pape Hanagenect 710 At the reguest of | |we began & Survey of all
’ wxﬁmm mﬁ;w procedures in the Index Branch. The objective is to

v WW&WM&WHW&:&&&
ond sutomation is sppropriate.

Special File Cabinets for
. FMling Squipment X W s requisition for 1l Spec
. and Buppllesn .

v ‘ 1. mm«amm‘:rutofmm‘mmm

X mﬁcmmm 1283 cublc feet; this is the third momth in the 15 year
mmotmammammsmzmmm
less then Disposition.

2. mmamamwmmwm;wwﬁs
to 31 Decesber 1963 smounted to 351 evbic feet as )
mwmmmmmrmwmodmm&.
this is & reduction of 88% in net growth.

5, ‘Theare were 3m£wmmm£mw
g thﬁaMnm;mmluWth
mewrwlmmmmm

docanerts .

h, At the reguest of Graphics Registry, & special delivery
ozmmm!mmwwmmmmm
working bours. Orephics Reglstry peeded this film to

Distribution: make still pictures for the ICI. 25X1

21 " ggqﬁwlﬂev Se | received & cash award f:;ﬂ the Buggeskion
- rsonne
:]l. - RAO F:.’Les (RecMgmt 1-4-3) Avard Comuittee & Suggestion that saved severwl

Agency components monsy and mAOROVer. o5 4
%g%q DDSTRAO[  |fms (13 Jan '6h) ..

XI. Hiscellsosous 1. | | Chtef, Records M.zagement, Agency

Intersational Developmant /mth;mtlaupomr st
?Mmmmmeéﬁmmgmmwﬁs.
He discussed their Records Mansgement Frogram.

25X1
X, Repords :
. AT A ’;ﬁ’:: ye ol
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Rec Mgmt. 1-h-3

50iE FRINCIPAL RECORDE MANAGEMENT ACTIVIVILG FOR DICBMBAR 1963

25X1 I. Vital Becords 1.
o

2,

/ii/x ¥orns Hanagement 1.
2.

6.

7:

8.

25X1 b
2.

VAT g g

faNeD 7 ! i
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STATUS ABD BESULTS

Provided for chenge in freguescy of wpositing microfilsa
copies of 201 files for ID/F/8AB.

Retumed Vital Records Schedule to Uffice of Security
for wore explicit procedures.

Completed 19 new and 16 revised forzs.

Desigeed 3 contimuetion sheets for the aew Intelligence
Informetion Report.

Dosigned & Worksheet for Cables for FI.

Redesigned 2 forms for Office of Hecurity (o use as
Contract Agreerwnt for autside agency typlng.

Bedesignad 4 forza for Office of Commnicstions use in
pew Crypto-clearance procedures; this substitutes punched
cards fo aemooanduns. Peper volurm in the new procedure
is reduced from 300D sheets to 8000 punched csrds snd
printing costs are pow $150. instesd of $2400.

Desiguad a Cofe Sheet for recopding Ipter-figency meetings
in secordance with Bxecutive Direchors Action Memorandum.

Desigred a Contract Worksheet for Director of Frocurement,
Office of Loglatics.

Derveloped a Saféhouse Description Card form fur Real Batate
exd Construction Division, O/L.

Conpleted 23 new and 13 revised forus.
Prepared Frogra: log form for OBA/DOSLT Conputer Operaticas.

Exeluded 1
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25X1

-~ " 'DER WILL CHECK CLASSIFICATION TOP AND BOTTOM

December 1963,

please let we kuow.

Here is our report for the month of

If you heve sny questions,

o

T UNCLASSIFIED | - | CONFIDENTIAL | | SECRET
CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP
TO NAME AND ADDRESS INITIALS DATE
1 |
EXeCative Ofiicer for tie DU/
2 [7D-2k, deadguarters
3
4
5
6
ACTION DIRECT REPLY PREPARE_REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT | e RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:
Verron:

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. 7 DATE
| |Chief, R.ocAdminOff..
6ok - 10].(3 Lot 555, /b /6l

TORMNG: 9 37

{)laces Form 30-4
hich mav be used. U. S. GOVERNMENT PRINTING OFFICE : 1955—0~342531
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